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for the d asses:

ARCHMIST I, I, I, IV, V

Brief Description of Duties:

Archivists deal with non-current records produced by
departnents, organizations and individuals recording the
activities and operations of government and with other inportant
and historical docunents and material to be preserved for their
val uabl e informati onal content. Archival records docunent
official actions and serve as sources for official reference in
t he prosecution of affairs of governnent by providing a record of
past actions. They are used by historians, political scientists,
soci ol ogi sts, and ot her scholars engaged in the study of various
aspects of our society. Such records are also inportant in
establishing or protecting the status or legal rights of
i ndi vidual s through vital statistics information.

Archivists performthe follow ng broad functions: (a)
anal yzi ng and eval uati ng non-current public records to determ ne
their continuing values in order to determne their ultinmate
di sposition, i.e., preservation or destruction; (b) arranging
and/ or rearranging records in accordance wi th archival principles
to preserve the internal relationships of the records and their
rel ati onships to other groups of records and to determ ne and
prepare the nost appropriate types of finding aids; (c)
saf eguarding archival materials fromdeterioration
di sarrangenent or destruction or frominpairnment of value through
di sarrangenent or alteration; (d) publicizing either through
publ i cations or exhibits conprehensive and/or selective archival
hol dings to inform scholars and/or the general public of the
mat eri al s avail abl e; and (e) providing reference services from
archival materials.

Educati on Requirenent:

G aduation froman accredited college or university with a
m ni mum of 18 senester credit hours in one or a conbination of
the followng: history, political science, law, or public
adm ni stration.

Substitutions: Excess work experience as described bel ow or
progressively responsi ble adm nistrative, professional,
technical, or analytical work experience in the fields of
history, political science, law, or public adm nistration and
related fields dealing with public institutions and organi zations
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may be substituted for education on a year-for-year basis.

Experi ence Requirenents:

Except for the substitutions provided for bel ow, applicants
nmust have had experience of the kind and quality described in the
statenents below in and the anbunts shown in the table bel ow

Class Title Speci ali zed Supervisory Admnistrative Tot al

Experi ence Experi ence Experi ence (Year s)
Archivi st | 0 0 0 0
Archivist I 1/ 2 0 0 1/ 2
Archivist |11 1-1/2 0 0 1-1/2
Archivist |V 2-1/2 * 0 2-1/ 2
Archivist V 2-1/ 2 1 * 3-1/2

Speci al i zed Experience: Progressively responsible
experience in one or a conbination of the fields described bel ow

A Prof essi onal archival work experience dealing with non-
current public records, docunments, and historical
records. Exanples of qualifying archival work
experience include, records appraisal; devel opnment of
gui des and finding aids for public records; planning
and/ or supervising docunentary publication prograns
i nvol ving archival materials; planning the protection
of records from physi cal damage or planni ng and
supervising rehabilitati on neasures for those danmages;
and assessing records and planning their placenent to
facilitate reference services.

B. Prof essional library work experience maintaining an
efficient reference service dealing with the fields of
hi story, governnment docunents and records, politica
science, public adm nistration, or |aw

C. Progressively responsi bl e experience formul ati ng,
installing, revising, or supervising a system of
governnental records managenent. Governnental records
managenent is concerned with the efficient and
econoni cal devel opnent of active records to neet the
current operating needs of a governnental agency or
organi zation. Exanples of duties in this field are:
anal yzing records to determne their current and | ong-
termval ue fromthe standpoint of agency needs and
operations; devel oping and i npl enenting policies,
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procedures, nethods and schedules for the systematic
retention, transfer, and disposal of records;

devel opi ng nethods and systens for identifying records
to be preserved because of their permanent val ue; and
scheduling the transferal of non-current records for
archi val custody.

For the Archivist Il and IV |levels, at |east one year
of experience nust have been conparable in scope and
difficulty to the next lower level in the State
service. For Archivist V, a mnimmof one year of
experience nmust have been conparable to the next | ower

I evel, or a mininmnumof two years of experience nust
have been conparable to the second | ower |evel than the

position for which the applicant has applied; i.e., a
m ni num of two years of experience nust have been
conparable to Archivist IIl experience, or, a m ninmm

of one year of experience nust have been conparable to
the TV level in the State service.

Supervi sory Experience: Experience which included (1)
pl anning and directing the work of others; (2) assigning and
reviewng their work; (3) advising themon difficult problem
areas; (4) timng and scheduling their work; and (5) training and
devel opi ng new enpl oyees. *For the Archivist 1V |evel,
supervisory aptitude rather than actual supervisory experience
may be accepted. Supervisory aptitude is the denonstration of
aptitude or potential for the performance of supervisory duties
t hrough successful conpletion of regular or special assignnents
whi ch invol ve sonme supervisory responsibilities or aspects; by
serving as a group or teamleader, or in simlar work in which
opportunities for denmonstrating supervisory capabilities exist;
by conpletion of training courses in supervision acconpani ed by
application of supervisory skills in work assignnments; or by
favorabl e appraisals by a supervisor indicating the possession of
supervi sory potenti al

Adm ni strative Experience: Experience which involved active
participation in and major responsibility for the devel opnent,
managenent, execution and coordi nati on of personnel policies,
activities and progranms. **For Archivist V positions,
adm ni strative aptitude rather than actual adm nistrative
experience may be accepted. Admnistrative aptitude wll be
considered to have been nmet for this Ievel when there is strong
affirmati ve evidence of the necessary admnistrative aptitudes
and abilities. Such evidence may be in the formof success and
regul ar or special assignnments or projects which involve
adm ni strative problenms (e.g., in planning, organizing, pronoting
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and directing a program providing staff advice and assi stance);
interest in managenent denonstrated by the performance of work
assignnents in a manner which clearly indicates awareness of
managerial problenms and the ability to solve them conpletion of
educational or training courses in the areas of managenent
acconpani ed by the application of principles, which were | earned,
to work assignments; nmanagenent’s observation and eval uati on of
the applicant’ s | eadership and nmanageri al capabilities; success
intrial assignnments to managerial and/or adm nistrative tasks.

Substitution Al owed:

Substitution of Education for Specialized Experience: The
foll owm ng types of education may be substituted for one year of
Speci al i zed Experi ence:

A Possession of a master’s degree from an accredited
coll ege or university with major study in history,
political science, or public adm nistration.

B. A bachel or of |aw degree from an accredited school of
I aw.

C. A master’s degree or fifth-year certificate or
bachel or’ s degree from an accredited col | ege or
university in library science.

Quality of Experience:

Possessi on of the required nunber of years of experience
will not initself be accepted as proof of qualification for a
position. The applicant's overall experience nmust have been of
such scope and | evel of responsibility as to conclusively
denonstrate that he/she has the ability to performthe duties of
t he position for which he/she is being considered.

Sel ective Certification:

Speci al i zed know edge, skills and abilities may be required
to performthe duties of some positions. |n such positions,
certification may be restricted to eligibles who possess the
pertinent experience and/or training required to performthe
duties of the position.

Agenci es requesting selective certification nust show t he
connecti on between the kind of training and/or experience on
whi ch they wish to base selective certification and the duties of
the position to be filled.
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Tests:

Applicants nust qualify on the appropriate exam nation for
the class. For non-conpetitive actions, the exam nation may be
wai ved.

Physi cal and Medi cal Requirenents:

Applicants nust be physically able to perform efficiently
and effectively, the essential duties of the position which
typically require the ability to read without strain printed
material the size of typewitten characters, glasses permtted,
and the ability to hear the conversational voice, with or w thout
a hearing aid, or the ability to conpensate satisfactorily.
Disabilities in these or other areas will not automatically
result in disqualification. Those applicants who denonstrate
that they are capable of performng the essential functions of
the position will not be disqualified under this section.

Any condition which would cause applicants to be a hazard to
t hensel ves or others is cause for disqualification

Any disqualification under this section will be nade only
after a review of all pertinent information including the results
of the medi cal exam nation, and requires the approval of the
Director.

This is an anmendnment to the mninmum qualification
specifications for the classes ARCHHVIST I, II, II1l, 1V AND V
approved on June 17, 1970, due to incorporation of manageri al
level in EMCP in accordance with Act 254, SLH 1980.

DATE APPROVED: 7/12/82 / s/ Clenment L. Kamal u
DONALD BOTELHO
Di rector of Personnel Services




